EASTSIDE CAPITOL GATEWAY MAINSTREET

JOB DESCRIPTION

Administrative Assistant

FUNCTION SUMMARY:

Administrative Assistant functions including performing various administrative, secretarial and clerical duties in support of the Director and his/her staff to assure efficient operation of the organization.

PRIMARY DUTIES AND RESPONSILITIES INCLUDE:

1. Drafts routine correspondence, schedules appointments and establishes and maintains files and records.

2. Coordinates, attends and records board, membership, and committee meetings.

3. Receives and screens telephone calls and visitors.  Assisting visitors and callers by answering questions or providing information.

4. Organizes, establishes and maintains record-keeping systems for correspondence, documents, material or records.

5. Schedules appointments for supervisor as directed, utilizing knowledge of priorities and prearranged plans.

6. Serves as bookkeeper:

A. Enters financial information into computer

B. Maintains payroll information and computes payroll checks

C. Maintains accounts receivables and payables

D. Handles invoicing and statements

E. Provides financial statements and reports as requested by supervisor.

7. Arranges a meeting, schedules conferences, facilities and services, prepare travel arrangements as directed by the director of his/her staff.

8. Coordinates and follows up on committee activities.

9. Other duties and responsibilities as assigned.

KNOWLEDGE, SKILLS OR ABILITIES DESIRED:
1. Knowledge of basic record keeping procedures.

2. Knowledge of administrative principles and practices.

3. Ability to effectively communicate both written and orally.

4. Ability to compose letters and reports.

5. High level of interpersonal skills.

6. Ability to assume responsibility and perform duties with minimal supervision.

7. Analytical abilities to sufficiently perform tasks associated with budget responsibilities.

8. Ability to use discretion, exercise initiative, independence and judgment in the performance of administrative duties.

9. Skill in the use of personal computer/software.

10. Skill in planning, analyzing and coordinating activities and establishing priorities.

11. Knowledge of accounting (bookkeeping level) and budgeting procedures and techniques.

